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THE RESULTS. . . 

^ BETTER correspondence prepared by speedier, simpler, and more eco- 
nomical means. 

^ LESS correspondence to manage, dispose of, and store. 


CORRESPONDENCE MANAGEMENT IS A PREVENTIVE AND CORRECTIVE TOOL TO BE AP- 
PLIED AT ONE OF THE MAIN ROOTS OF OUR RECORDS CREATION PROBLEM. THUS IT 
IS A VITAL PART OF THE AGENCY'S RECORDS MANAGEMENT PROGRAM. 
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HOW DOES CORRESPONDENCE MANAGEMENT MEET THE RECORDS CREATION PROBLEM? 


The written word is expensive! Drafted or dictated correspondence costs 
from $1.50 to $2.00 per page. A glance at your reading files (and some 
simple multiplication) will quick I y tell you that a major cost is i n- 
vo I ved . 

BUT CORRESPONDENCE COSTS CAN BE CUT! 

^ Rewrites and retypes can be avoided. 

^ Routine dictated or drafted co rrespondence can be replaced by less 
expensive substitutes. 

^ The creation of nonessential copies can be prevented. 

Here's how you can make correspondence management work for you. 

1. ADHERE TO AGENCY STYLE STANDARDS AND CORRESPONDENCE HANDLING PROCE- 
DURES. 

Uniformity is essential to efficient correspondence operations. It 
prevents confusion and misunderstanding and thus speeds work produc- 
tion. Faster training and increased utilization of personnel also 
res.u 1 1 . 

Agency correspondence standards provide this uniformity. They were 
adopted from many tested systems and a consideration of Agency— wide 
preferences and needs. These standards will be revised when neces- 
sary. You can help! Your suggestions for their improvement will 
always be welcome. 

2. STRIVE FOR A STREAMLINED EFFECTIVE WRITING STYLE. Here are a few 
tips. 

USE. . . 


Short words — about 165 syllables to 100 words. 

Short sentences, averaging 17 to 23 words. 

Personal references whenever possible. 

The ACTIVE rather than the passive voice. 

A clear, concise, sinewy sentence structure. 

AVOID USING. . . 

Annoying governmental jargon, trite phrases, and obsolete ex- 
pressions. 

Flowery or 'high hat' language. 

Negative statements. 

The overworked preposition. 
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APPLY. . . 

The four "S's" — Simplicity, Sincerity, Shortness, and Strength. 

Concise, clear writing has a far reaching effect. Less time is 
.needed to read and understand it. M i s i nte rp retat i ons are avoided; 
good relations are maintained. We can't all be literary masters. 

We can strive, however, to rid our writing of the more common bar- 
riers to effective communication. 


3. USE FORM LETTERS (OR MEMOS) AND PATTERN CORRESPONDENCE WHENEVER 
POSSIBLE. They • e I imi nate. . . 


UNNECESSARY 

DICTATING 


UNNECESSARY 

REVIEWING 


L 


UNNECESSARY 

TYPING 


UNNECESSARY 

FILING 


ft 



They speed up operations and simplify training by standardizing re- 
petitive procedures. 


USE A LESS EXPENSIVE SUBST I TUTE FOR TYPEWR I TTEN CORRESPONDENCE WHEN- 
EVER POSSI BLE. 


Is a ty ped memo a I way s necessary? If not, 
dash off a note by hand on Standard Form 
No. 64 (the blue half sheet Office Memo- 
randum) or on a transmittal slip. 

How about those transmittal memos you've 
been using? Are they all necessary? Per- 
haps a hand-filled "buck slip" will do. 
Or bette r st i I I , cons i de r rev i s i ng the for- 
mat of the material being transmitted to 
provide spaces fo r "To, " "From," and "Sig- 
nature," and eliminate the transmittal 
co r respondence entirely. 



Does every instruction or 
handle more of our routine 
i f con ven i ent . 


decision have to be in writing? Let's 
business by telephone, or personal contact 
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5. BE SURE EVERY COPY IS NEEDED. 


Cop i es are cost I y 3 They add to the volume 
of records the Agency must hand I e, store, 
and dispose of. They slow down typing 
operations. Often typ i ng and p roof read i ng 
t ime i s doub I ed when that "one ext ra copy " 
makes two typings necessary. Put a price 
tag on each copy. Route a single one to 
several offices if time and c i rcumstances 
p e rm i t . 

COUNT YOUR COPIES; MAKE YOUR COPIES C0UNTI 


HOW IS CORRESPONDENCE MANAGEMENT ADMINISTERED? 

It is proposed that correspondence management be administered throughout 
the Agency on a decent ra I i zed basis — that is, through area programs serv- 
ing specific components. The Reports and Co rrespondence Management Branch, 
Management Staff, will provide staff guidance in planning and conducting 
these area programs. 

Let's briefly see how an area program is conducted. 

STEP I - PLAN YOUR FACT FINDING 

You'll need to get facts by several means. Consider these methods in 
you r p I ans. . . 

^ An inventory of unanswered correspondence. 

^ Employee interviews. 

^ Observations of the flow and handling of correspondence. 

^ Ana lyses of samp I e correspondence. Two sources are generally availa- 
ble — reading files orextra copies collected over a sampling period. 
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STEP 2 - GET ALL THE FACTS 


You'll want answe rs to th e fo I I owi ng quest i ons about y ou r correspondence. 

How does it flow to and from your office? 

What is the average time lapse Between 
its rece i pt and the release of a reply or 
acknowledgement? What percentage is die- 

tated or drafted? How much is of such a t VC *> k/ 

repetitive nature that form or pattern ^ 

co rrespondence could be used? Upon re- \/ j 

view, what percentage is returnedfor re- 

write or retype? To what extent is it fl 

be I ow ave rage in quality? How much could II 

be replaced by i nformal notes or personal r\lLV I 1 

contact? Are unnecessary copies being I vm J, 

prepared? Aha' VV V r ! 


STEP 3 - ANALYZE AND IMPROVE 

Look for ways to remove these barriers to the flow and production of cor- 
respondence. . . 

« Nonessent i a I control, review, and con- 

cu r rences . 

Undefined quality standards. 

The preparation of nonessential copies. 

Nonconformance wi th standard Agency sty I es 
and co r respondence handling procedures. 

Your analysis wi II also disclose how form letters (or memos), pattern cor- 
respondence, and other cost— cutting substitutes for dictated correspond- 
ence can be used. With standards furnished by the Management Staff you 
will be able to determine writing faults and how to correct them. Plans 
for a continuing co r respondence management program should also be laid. 

Co rrespondence management, like a pre- , — \ 

scription, contains several remedial in- \ 

g red i ents. A Staff member wi I I be pi eased \ w O / \ 

to d i scuss cor respondence management with \\ 

you and recommend a program to meet your 'Mi / 

needs. Call extension 3742. ’m ,_ =;= 
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